
I. BACKOROUHB 

A# Federal Ftoloyees* gay Act 

. '•&» Public Um 763, 03** Congress, (Fringe Benefits Act), amended 
previsions of the Federal Employees’ Pay Act with reject to cmpernsZtoD. 
for overt is* work, prior to these ajansdwettts, overtime pay was eoaputed 
on a tine and one-half basis for esployees paid $2,980 or lees per year 
end on a decreasing scale amounting to lees than straight tin* at higher 
annual salaries . the- imxSmm ma^sma^im which could be paid, including 
overtime and holiday pay, was $10,000* Under the terms of the .araendaeote, 
the- limiting salary levels were expressed in tens* of ©J grades rather 
than dollars and were liberalised, the effect of these am endmen ts Is to 
provide a tine and: one-half overtime rate to individuals paid at the 
Mtefatwa rate of * 00-9 (currently $5,¥*0) or lees: and to provide for pay- 
ment at the 00-9 overtime rat© in higher grades subject to a maximum com- 
pensation level cat the top step of grade 08-15 (currently $12,690). 

2. under the earlier provisions of the Pay Act, the election as to 
the fora of compensation, i ,e», premium pay oar time off, rested in each 
case with the employee. The 1§5^ emeadraents provided that the employee 
would exercise this option if his pay rate was at or below the maximum 
rate of <50*9 (currently $6,250) bud that the alloying agency would deter- 
mine the tom of compensation for employees at higher annual salaries. 


B. Agency Policy 

1. Following the enactment of the Fringe Benefit* Act, the 
following policies were established governing the use of and condensation 
for overtime within the Agency (quoted from Tentative Begul&tionHHjHH 
Hours of Work, pars. 7 and 8): 

Overtime and holiday work shall be kept to a mi n i m u m 
consistent with work requirements , and overtime and 
holiday work shall be authorised only when work require- 
ments cannot be satisfactorily completed within the 
regularly prescribed tours of duty. 

Payment for overtime and holiday work performed or 
compensatory time off In lieu of overtime pay shal l not 
be allowed unless the work has been authorised prior to 
its performance, and the employee concerned has been 
specifically ordered to perform the work. (NOTE: There 
la a subsequent provision for claims for overtime worked 
under unusual operational circumstances not permitting 
advance approval. ) 
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An employee In grade GS-10 or belcv shall be paid over- 
time eospensation in accordance with the rates and 
limitations provided by 1 mu or — y, If he reqpwsts it 
net later than the end of the pay period in which the 
overtime sea worked, be granted conspensat ory time off 
In lieu of pay ment . Compensatory time off will be 
granted for an amount of time equal to that spent in 
overtime work.. 

da employee in grade QS-11 or above normally will be 
g r an ted compensatory time off In lieu of overtime pay 
far overtime work within the amounts permitted by law* 

Sheerer, when the Operating Official concerned estab- 
lishes that it is not feasible to grant compensatory 
time off to an employee In this grade range, he will 
authorize payment therefor at the appropriate overtime 
rate within the limitations prescribed by law. In 
—king the determination — to whether it le feasible 
to grant compensatory time off, the Operating Official 
concerned shall consider the following factors; 

(a) Whether the individual is in an essential 
position and cannot be spared to take 
eospensatory tins off; 

(b) Whether the individual has already accrued 

of rnmrnl leave sod 
asanwt be permitted to take currently 
a— ruing —a— I leave as —11 as compen- 
satory time off* 

t. At the sa— time, the authority to spprov® overtime, formerly 
vested in the Chief, Budget Division, was delegated to Operating 
Officials £“Chlefs of Senior Staffs sad Area Divisions under the 
jurisdiction of the Deputy Director (Plans); Assistant Directors under 
the jurisdiction of the Deputy Director ( Intelligence }; and Chiefs of 
Staffs and Directors of Offices under the jurisdiction of the Deputy 
Director (Support ) 7 with a prohibition against redelegation of this 
authority to subordinate officials . 

3* Although there ie no legal limitation on the period of employ- 
ment during which individuals say accumulate compensatory time off tor 
subsequent use, the Agency established the rule that it most be used 
during the leave year in which earned except that an extension into the 
first four weeks of the succeeding leave year is authorised for compen- 
satory time off earned during the last four weeks of a leave year. 
Previously, the Agency’s rule had required immediate use (by the end 
of the pay period following the one la which earned) * 
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C. Basis for Survey 

At tbs seventh meeting of the CIA Career Council, held on 2 February 
1955# there was discussion of the effect of the new overtime provisions 
on Agency overtime practices. On 6 I fey 1955# the Assistant Deputy 
Director (Support) addressed a memorandum to the Chief, Management Staff, 
requesting that be designate a member of his staff to lead a team composed 
of representative* of the Comptroller and of the Director of Personnel to 
conduct a study of Agency overtime practices. 

D. Survey Technique 

The study t earn selected eight of the ten offices with the highest 
paid overtime rates and eight of the ten with the lowest paid overtime 
rates for the period 27 March - 2 July 1955 for study. The study was 
h a ndica p p ed by the lack of data for foreign field stations and of data 
as to the accurmlation and use of coapensatory time off. Tea standard 
questions, designed to highlight any differences la administration of 
overtima or in philosophy as to its use and compensation, were constructed 
to guide discussions with officials of the offices selected for study* 
Comparative analysis of experience prior to the Pay Act amendments against 
subsequent experience was impractical because of the inadequacy of coBg>en- 
satory time records. 

iz. mmmwjmmmmms jbsee mmm m m mmm wicim 

Bepreeentat ives of the study teem Interviewed members of the offices 
selected for study using the list of standard questions as a check point to 
ensure coverage of the same basic points in each interview. Participants were 
assured of the fact-finding nature of the study and the anonymity to be given 
the responding offices in reporting it. Cooperative rates of the offices 
Included axe furnished below: 

Av. Hours Q/T per Av. Hours O/T per 

High Use Offices SbpI. per Pay Pd. Dow Dae Offices Bapl. per Pay jMU 


Ho. 1 

9*7 

Ho. 8 

1.6 

Ho. 2 

5*9 

Mo. 7 

1.4 

lo. 3 

5*7 

Ho. 6 

1.2 

Ho. 4 

4»$> 

50 . 5 

1.2 

Ho. 5 

4.8 

Ho. 4 

1.2 

Ho. 6 

4.4 

Ho. 3 

1.1 

HO, 7 

3.4 

Mo. 2 

0.8 

Ho. 3 

3.2 

Mo. 1 

0.3 


Agency Average: 2.3 hours overtime 

per eaployee per pay period 
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Both the high lew users reported that avert ime was used only 
vtjen necessary to aeet emerg e ncy workload conditions with the 
saceeption of one higher user which reported overtime wee necessary 
to operate on & 24-hour day, 7 -day week, end another high user who 
reported the necessity for operating on a 6 -day week. 


ce hare a 



on overtime! 


la It a written 


elOOS Of 




I feat of tbs offices had issued either form! internal instructions 
or informal memorandum. In general, these follow the Agency 
policy statement with ssplification ordinarily in connection wit* 
payment provisions tor GS-ll's and over. 

One of the high use offices states as a rule that any directed 
overtime will be compensated in pay. In contrast, two of the ^ 
low use offices discourage overtime pay to individuals at Go -11 
or wr» 

ano ther of the high use offices accepts overtime as a general 
condition of work because of its *f-day week operation. In 
another instance, irregular work flew, not subject to c ontrol ^of 
the office concerned w&e given as a main cause of overtime and 
pros p e ctive employees were advised to anticipate recurring over- 
time requirements. 

Am ex pressed requirement for specific Justification was given 
Slightly greater esphasls in the discussions w ith l ow iiee offices 
♦K.* hi A use offices. Also, the issuance of formal internal 
instructions was slightly acre frequent in the low use offices 
suggesting the possibility of mare serious attention to overtime 
administration. 

[t How doe s the office contro l overtime! 

Xu general, the controls exercised over overtime were w*t at the 
initial appr o va l point. Records of actual overtime worked were 
jsaintainedin sosTof the low use offices but no such records 
were reported in the high use offices. 

la both high and low use offices, there 

p laced cm the total hours of overtime any individual employee 
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would fee authorized to work or fee compensated for - this ranged 
from k boors per week with no compensation If any sick or annual 
leave bad been taken to 30 hours per pay period (15 hours per 
week). In both high and low offices, there were instances is 
which the initial approval was granted on a quota basis. 


question So. 4 : is overtime approved in advance? If so, fey whoa? 

All offices studied reported prior approval was required. In 
several cases, this «proval was on a quota basis by the office 
heed end subordinate supervisors were authorised to direct 
actual overtime work within their quotas. In most cases, approval 
©f the office head or his deputy was required. 

question Ho. 5 i What Justification must be given by components of the office 
ftr rega»gtlng overt imet 


Accept for two cases in which overtime was regularly planned on 
tbs basis of workflow, each office indicated specific statements 
©f Justification were required. Justifications based on meeting 
regular workload appeared with about the same frequency as those 
citing special or emergency requirements. 

Question So. 6 : Are aH grades ©aid overtime? If so. why? If not, which 
fP*»« rp* wfaich a re gl^n co^nsal^^g^??? 

If 08-11 and above are paid overtime, why was such detemin- 
atloa aide? 

Because this was a key point in expressed feelings of variance 
in practice within the Agency, briefs of each response are given: 

Ugh Use Offices 

Be. 1 - All employees are paid overtime because staffing and 
workload will not permit urns of compensatory time off. 

Ho. 2 - All grades are paid overtime because employees, in 

many cases, are forfeiting annual leave and cannot be 
spared to take compensatory time off and annual leave. 

Bo. 3 - All grades are paid overtime since workload will not 
permit all esployees to take earned annu al leave. 
Goapensatozy time off can be granted only in small 
•mounts. 

Bo. ^ - In grades GS~3/lQ } the employee is paid automatically 
unless he requests time off, la grade GS-11 and over. 
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the employe© determines Aether he vlU be paid or 
receive c o mpensat ory ties off. it waa stated that 
worfcflxw antes use of compensatory tine impractical. 

So. 5 - All grades are paid overtime. It was indicated that 
the office head believed that anyone required to work 
overtime should be paid. 

So, 6 - Xa most cases, all grade® are paid. Exceptions were 
not explained. 

So. 7 * AH grates are paid overtiae as staffing will not permit 
use of compensatory tine, It was noted that higher 
graded officers did not claim such overtime, however. 

So* 3 - Option with emplo yee below G£-X1 . At QS-11 above, 
com pens atory time off is granted rather than pay, 
exempt when the individual cannot be spared to tate 
it by the end of the leave year. 

Low Use Offices 

So. 1 - AH overt in® except Saturday duty i* compensated for 
ia time off. 

So. 2 - ffll-9 sad below are paid. GS-H sad over are granted 
compensatory time. 

So. 3 - 08-10 and below elect method of compensation. Except 

when supervisor cannot release employee to ta ke the time 
off, GS-H and above are granted compensatory time off. 

So. 1* - OS -ID end below elect method of caepensation. GS-H and 
Above are init ia ll y credited with compensatory tine but 
may subsequently convert to pay if unable to use. 

So. 5 - QS-10 end below elect method of compensation. G8 -H*b 
end shore are directed to perform overtime only in 
monacal cases and are granted compensatory time off 
unless a special justification for payment is approved 
by the office head. 

So. 6 - AH grades are paid as normal workload rarely permits 
granting of compensatory time. 

So. 7 - Same as So. 6, above. 

So. 3 - AH grades are paid but higher graded employees rarely 
claim compensation. 
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I t Q as be^ observed that the high use offices have shown a greater tendency to 
predetermine the impracticability of granting time off than the low use office*. 

?** oal J r 0X1 P® 1 ^ overtime, it la possible that the actual 

wertiae worked is the low use offices is acre casparable to that of the high 
use offices with the apparent difference being represented in voluntary overtime 
or grafted m compensatory time off. Records to establish this point are not 
av ai l ab le. , 


qasstiOB Ko. J * If 





tine off is given , how is it recorded ? 
office record kept .] 


In those offices which grant compensatory t ime off, it was 
reported as credited os T&A records. However, in mos t cases, 
the possibility of informal records in subordinate units in 
lieu of official recorded time see mentioned. It is probable 
that it is more or less customary at least in some units to 
maintain informal records of overtime worked without formal 
authorisation as a basis for granting unrecorded, compensatory 
time off . ^ * 


Question Ho. 8: lilt, la order of occurrence, the most prevalent 
necessitate the use of overtime by the office . 


causes which 


fhe responses to this question are also considered of sufficient 
iatesmat to warrant reporting briefs of the individual replies. 


High Use Offices 

I “ Beg uireacnt for providing continuous service. Consider 
overtime cheaper than regular staffing to provide such 
coverage. 


Hd» 2 - Workload in excess of available manpower* Hi g h turnover 
rate* Crash jobs. Saturday duty. 

*>♦ 3 - Iteder staffing. Emergencies . 

^ - Hscessity to produce on 6-day week. Incidence of 

crises; flips occurring. Sick leave in s»»n«>-r units. 

So. 3 - Crash assignments. Peak workloads. In some elements, 
undsrstafflng. 

Ho. 6 * Individuals assigned to «pecial projects and not under 
eeafcrol of the office. General under staffing of office. 
Continuous operation of one unit . Emergency work 
reqsalremeatfi. 
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80. 7 - Workload in excess of available aflpowr. Requirement 
for Saturday duty. 

So. 8 - Special work rwpitresmttts. Cyclical workload. 


Low Use Offices 

Bo. 1 - Deadlines set by White Souse or Department of State. 

So* 2 ** Waps* Short deadlines. Staff studies. Changes in 
office progressing. Preparation of annual budget. 

So. 3 - Lack of control by office over a particular project. 

So. h * Cyclical workload. Iakalance between workload end 

staffing (replacement of employee# on sick or annual 
laces). Rescheduling of activities. Emergency 
requirements. Preparation of annual budget. 

So. 5 - Emergency requirements. Saturday service (half-time). 

«o, 6 . Crash situations is other ccsponente. Deadline reports 
such ae preparation of operational program, sifflual 
budget, etc. 

So. 7 - UoderstaiTing. Crash operational situations. 

Saturday duty. 

So. 8 * Stefier staffing. 

Question So. 9 ? Can tours of duty be changed and .t hereby eliminate overtime, t 

Z& a few cases, it was indicated this had. been done and in 
a o s fc eas e s it was Indicated further consideration would be 
given to this possibility . Two of the high use offices 
indi cated it would be iapractical and two others that it 
was a possibility only in certain elements. 

Question So. 10 1 Does the office receive p eriodic letters from. the Coaytrqll g r 
“ sa the use of oveartiasf 

tn offices indicated they did receive such reports and used 
them as a basis for review or discussion. 


m. T»mfth policy m proced ural iwzmm 


OH 


523 e liorkicg group hcyi oollocted & nusiber of policy 
oyertic » iepaed by various ccsspomatfl (Attacbiaeut 1) * 


procedural statensen’ts 
In g^araly these 


a 

Approved For Release 2001/Q8(0| ^Q^RDP78-04718A002400140014-7 

0Lji5^L i 



Approved For Release 2001/08/08 j_C1A^P78-04718A0024001^T014-7 

wMti 

SUBJECT: Survey of Agency Overtime Practices 


i ssuances restate the Agency * s policy and procedures for local application, la 
a amb er of casern, additional restrictions and limitations on the -payment of 
overtime have beat applied- -not ell of which are la keeping with the Agency's 
policy or the statutes on which it is based, txasple* of euch aMitional re- 
strictions are prohibitions against payment for overtime worked during any period 
ia which an individual has taken say leave, limit at ions on the number of hours of 
overtime for which an individual can be paid (regardless of hours worked), limi- 
tations on the gpsat of compensatory time off based on leave earning categories 
rather than on Individual cases, and restrictions against payment for overtime 
worked between 7*30 mod 8fJ0 *•»« 

The primry defect in such restrictions and limitations is that they are 
directed to payment for overtime rather than to the use of overtime. For example 
the r equiremen t for emergency overtime is less li k ely to occur between 7 *30 mad 
8*30 a.m. than Immediately following the regular workday. Also, permitting 
employees to work at the earlier hours raises the question of whether the over- 
time is in conformance with the Agency’s policy or for the convenience of an 
eaployee who would arrive at work early anyway in order to get a perking place. 
However, if the overtime has been properly authorised, the employee should not 
be penalised by prohibiting payment if he had to work Immediately prior to his 
regular workday. As a further example , overtime worked issnediat eiy prior to a 
period of amasaJ leave may appear to be for the convenience of the enployee hut 
it would be inequitable to deny payment in a ca s e in which the circumstances did 
actually require the overtime. Similarly, an eaployee who has been absent on 
sick leave probably not be required to work overtime immediately upon his 

return, to duty; however, he s h o u ld not be denied payment if he is required to 
work. 


i7 cagABiecir or otertb^ rates wits asbusl abb sick imvs baths 

A. filch leave 

I Mx of the eight high overtime use offices are at or over the Agency 
average in ma&er of hours sick leave per ea*>loyee per par period 
six of the eight low use offices are below the Agency average. Available 
g ate does not indicate whether the incidence of sick leave is attributable 
to the requirement for overtime car vice versa. Sustained excessive over- 
time work wyijlA probably have an adverse effect on health and morale but , 
im the absence of data as to voluntary overtime ia either the high use or 
low u se offices and the relatively smell amounts of overtime involved per 
person in the overall rates, these is insufficient evidence for stating 
that such Is the cue Imre. 

Ugh Orar+iw tie* offices Low Overtime Use Offices 

ZSSSKmma0amam*ammatmamamarnaaa^»am0mammammmamm 

So. 2 2.5 

So. 8 2.5 
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Hlch Overtime Use Offices Low Overtime Pee Offices 


£~Continued 
frorn p. 9 J 


So. 7 
*0. 5 

2A 

2.3 

So. 3 


RO* 6 

2.3 

2.3 



5fo» 2 

2.2 

mm mm m m» 

- Agency Average - 2.1 

- - - * 

* ^ 

So. 1 

2.1 

So. 6 

2.0 



SO. 5 

2.0 



So. ^ 

1.9 



So. T 

1.9 

So. k 
So. 3 

1 .? 

1.6 

So. 3 

1.6 



So. 1 

1.3 


B. Annual Leave 


Six of the eight high overtime use office# axe at or over the 
Agency average in amtoer of hours annual leave per efiployee pea- pay 
period and five of the eight low overtime use offices are also over 
the average. This suggests that the inability to use compensatory 
%im off a# overtime compensation because of difficulty of granting 
ywwwoi leave may not be as coanon a situation as has been assumed. 


g 

,! 

i 

I 

Low Overtime Uae Offices 



So. 1 

7*2 

So. k 

6*7 

So. 6 

6.5 

BO. 7 

6.2 

So. 3 

6.1 



So. 2 

6.0 

*©». 3, h, 5 

5-9 

So. 7 

5.8 

--*"•*-*** 

- Agency Average 

-5*6 - » — • 


So. 2 

5*6 



So. 6 

5 A 

Boe. 5, 8 

5.3 

So. 1 

5.2 

So. h 

5.0 
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A. It is ‘believed that the survey by the working g roe® tied a beneficial 
effect is focusing attention of Operating Officials on their 
administ ration of overtime and that periodic real Oder s of the ianortance 
of conscientious administration in their areas safe desirable . 

». The present policy fixes responsibility for overt las administration 
et the soet logical point, This policy places no absolute limi- 
tations on the use of overt lee but relies on the judgment of senior Agency 
officials to direct overtime only when necessary. Statistical evidence 
and interviews with responsible officials offers no basis for concluding 
that the present overtime policy' is not being conscientiously administered 
is amt cases. There is no evidence that it is still necessary to limit 
approval authority to Office leads end a general feeling that this respon- 
sibility should be redelegated. 

C* Analysis of avai lab l e statistics and the survey results discloses 
no significant treads and m radical differences among the com- 
ponents* studies which would indicate an avenue of approach to the re- 
duction, elimination, or equalisation of overtime, la only two closely 
related areas were there noticeable differentiations between the high 
ami low users of overtimes 

1* AH but one of the high users cited understaffing among the 
causes of its overtime requirements. 

2„ AH high users mod the highest three of the low users indicated 
that cospeasatory time off In lieu of overtime pay was impractical because 
employees could not be spared to take time off. 

8. There are significant differences among the various casponents in 
the application of discretionary authorities respecting the payment 
of overtime In grades GB-11 and stove as opposed to granting eenpenaatory 
time off in lieu thereof . The establishment of a uniform policy without 
such discretionary authority would eliminate such differences. Such a 
policy would necessarily recognise the option given by lav to easployeea 
in GS-10 and below as to whether compensation for overtime which they 
are directed to work should be in the fora of overtime pay or compensatory 
time off in Heu thereof. 

S. So definite conclusions can be dream as to the effect of Agency 
overtime use on health and morale. It might be noted that the 
highest overtime users had an 1S.^ higher sick leave rate during the 
period studied than the low overtime use offices. However, this figure 
lose# meaning when it is mentioned that the overtime use figures were 
*er P*id overtime only and there is no evidence that the mm Individual* 
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who performed the paid overtire were those who used sick leave. Beq,ulre- 
Beats for working overt iaie have not been offered by departing employees 
as a reason for leaving the Agency. 


VI KECCWME5BATI0KS 

The working group recommends that: 

A. file Agency's present policy respecting the use of overtire be 
continued in effect. 

B. The Agency’s present policy respecting cccpensation for overtire 
he modified to: 

1. Extend the eaplovee's optical as to form of coapensatlan 
(pay or tire off) through OS-12; 

2. Provide only coopensatory tire off to esployees in grades 
GB-13 and above; 

3. Discourage the use of overtire in the hour Immediately 
preceding the regular workday; 

fc* Discourage overtire work by employees who have bore absent 
on sick leave or are going on annual leave; and 

5* Authorise Operating Officials to delegate approval 

authority to a single senior subordinate with an alternate. 

C. Administration of overtire be periodically reviewed and 
evaluated through analysis of statistical data by the Coopt roller 
who will refer apparent excessive use of overtire to the 
Man a geme nt Staff for study and appropriate action . 
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a. 


POLICY 

0 V 71 C 1 AL WMMOK 


.1956 

*j : ; • : .y : * • 


' <../ ■ H > 

..-iV - •'■■ 'V. 


The normal offleUl w or kwee k for all activities of tba 4007 la, ^ 
fro 8*30 ».a. to 5 j 00 p«m« Mocda y through Md^r, with ooe-telf 
hour allowed for lunoh each day. Otter toon of dcty will te 
— tabliated only 


b. 




or 


with tte 


tepl oysca atell report for dtatgr promptly nd 
out tte regular workday aa o ac pt when oa 

t s'" 

officially dismissed teo e n aa of a special oocaalon or 
conditions. Legal bolldayo will te o b s er ved la 
provisions of thle regulation. 

OTBRTZMI ASD BQLH*I WORK 
Overt law and holiday work will te kept to a it n Ian eon* latent with 
work requirements and will te awthorlaad only 


'-54 >-<• ■. ' 


P n ! f pi. 


'H* . - } 


cannot te aatlaftetorlly completed within regularly prescribed town 

Normally, i an eaployee will not be dLreoted to work avert laa 
of duty^ lares diately preoeding a period of annual leave nor on the sans 
day on which be haa taken annual or sick leave* ‘ 

( 1 ) When an eaployee la repaired to perform overtime or holiday work, 

te will te paid or otherwise co mp en s at ed for ante work la ecoordaace 

with tte prorlalona of this regulation. Payment or eaapeneatoary 

tine off for overtime or payment for holiday work par f o am ed will 

te allowed only whan tte work has team awthorlaad prior to Its 


• l 9 <i * 


<** Bo. 359-A) 


wm mni»L 

■ ,1 
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1956 


performance end t ha employee concerned has been specifically 
ordered to perform to* work* 

(2) Compensatory tin* off la Han of ovnrtln pay *111 be eredlted 

for use fey an employee la accordna ae with tha provisions of tola 

regulation. Coape p aa t o r y tine off to on a^loyee’s credit nay 

ba used at auoh tines and la each aaounta as looal wort: ecoditlone 

permit. While It la desirable that ha fea glean an epportonity to 

use his ccHpeosatory tins off toaa desired fey bln, it la merer- 

the less toe prerogative of hla supervisor to asks too decision as to 

Suijc.aHl.Ht Bam T*v W. r\ w. lt*J 

when ha can fea spared. 4ir* v y/Ju.Ve 4e e«v^©jjaeA 

QFJTeiffwSlD!^^ P* ' ^ 

ttV u.ie. 

Boors spent aa a student la Agvncy-spooscoreA traini n g aotlvltiee will 


fea considered aa hours of work In dataminlng whstotr an aayloyaa baa 
worked tot official workweek of fcO hours, ftsah tins nay not ba con- 
sidered as working hours for paynact of night differential nor for 


determining holiday or overt las eoapenaation either la ton fora of 
pay or aa eoapensatory tiaa off. feguaats far asaaption to tola policy 
will fea tyananltted fey derating Officials, tonmtfi ton D&reator of 
training for reeoraandatlon, to ton feprty BHvjator (Support) for 
approval. 


if 


Deputy Directors are responsible tor ensuring tort toe polici es and pro- 


ocmtalned herein are properly ap p l i ed within ttaalr 




>*r 


. ■ ' t*V. • • .. , r ■ 

„ "'' r v ' M .4 >’,* >.4 'p. ) 




* ir ** » \i‘ 1 * * .i- ”***?*& ¥$>. 
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rwp«ctiT« uwi of jurisdiction, 
b. OSP88AZHO OFFICIALS * 

(X) Operating Official* nr* responsible tor the adalalstratlon of 

the provision® of this re gu la t ion within tbclrrccpcctlve Off 1cm. 
Except as specifically prohibited bars la. Operating Officials 
**7 redelegate the auth o r ities which axe ^T^mptcd to the by 
the provisions of this regulation. 

(2) It shall he the responsibility of Operating Officials or their 
deputies to review each ftara *0. 292 1 teqesst for Authorisation 
of Overt las and Holiday Work (figure 1) svfeeltted by ecnvonssU 
undsr their jurisdiction and, If justified, to authorise tbs work 

to be perfomsd provided that fends are available to pay for such . 

. Jai-MA+td 4cjeurtr*\t / senior 

work* This authority Cfeannot be rsoslsgatedj Bequests for «»\J • r ' 4 ' 

toOMri “ Uo ° et Omtim m* ltolfctajr tak.w ta moUlM ioto 
on m> » ftor n ttn t l oo t ln^ tn QpmU* OfrtoUl or U. 

deputy*J ' ^ tyV;;..’ ’ ** 


(5) Operating Officials are responsible for ensuring that supervisors 
un^sr their respective jurisdictions salons responsibility for 
scheduling assigned work so that It nay be ecsgOeted during regular 

workhours whenever po es lhlc. When this cannot be accomplished, 

• , 

supervisors ere responsible for requesting authorisation fron the 
appropriate Operating Official to establish Instill si tours of 
duty or to direst employees to perform overtime or holiday work. 


that supervisors 


(JBb Wo. J59-A) 
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(2) OrtrtU* and bolltUjr work will lx raqUMtod and autborlawd 

for vhola hour.. Pajaant will ba eaqntad for aaeh eoo tlauoaa f 
vhol. hour of work, and ooqxuaatorf tK. off will ha oradltad r ' 
ftod jiftntid for ociQh vholt how r of voork* ■ 

• ; < 5- •' • 

(3) When overtime or holiday work i. required, the eiwervieor 
responsible for scheduling the work will request authorisation 
on Tom to, 292. Request* for end authorisation of overtlas 

or holiday work ehaU be United to a period not la excess of 1 
four biweekly pay periods or tbs equivalent thereof, the request 
should clearly indicate the xequlruaests broken down by pay 
period, the estimated matter of nanhours, the matter of employees ! 
by * rad *' ^ * etatenent of Justification clearly indicating f'fff I 
the purpose for which the overt las or holiday work ie to ba f illfcir 
perfomed, the type of parmanel (Uchnical, clerical, ednlnitratlv., 


•to.) involved, and the reason why the work cannot be accomplish*! 
within the regularly prescribed workhours. »aeh office aost review 
the requirements carefully In order to develop as accurate a If I ' 
f»re<met as possible. Consideration should be given to enticipoted 
variations la workload, leave schedules, and other factors which ? f 
■ay cause fluctuations firoa pey period to pay period. I. 

TV-. • •' ,**- 

(.) n» r.«p»rt will b. .KM by th. mnUK ud forwwM . . 

ttwrwtfi .h-M. to th. ££&& Wfrn^ ” ' J 

. . . . I.-- 


^"“•rned or hie deputy for aathorisetio^J^py |g| . J j :* 


Ik 


WM 

'% k ' : 
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(b) A single request fora will b* prepared for each allotnent 
account. In t bo s s instances where several supervisors 
within one allnfent Initiate requests# a susna ry request 
will be prepared at the allottee level sad distributed as 


provided below* 


(e) fbe nans and title of the signer will be typed In the 




■y .5. 


authorisation block below the signature of thefoperatiag 


Sk4K** , tijVi< oO-IcIalfc. 
Of f lolar or hle deputy J 






(d) the request covering eecfc tUrtMttl MMHtl Mill b* SATtl 
for distribution as follows t ■ a 

(1) the original (signed) for the appr opr iate payroll office. 

(2) A eon foraed (fees tall* signature) copy for the Budget 
' and Fiscal Officers of the Offlos concerned. 

► y4«4,ij-rrf: • ; 

(2) A eon fora e d copy to be retained by the allottee 


(? 


In order to keep to a 


the 


of fores to be 

signed by ea Operating Official or Ms depot jJ Mnsalldat 





for each of the following 


of individual 

categories: (a) vo uehc ra d fbnds# end (b) confidential funds* 

,< • t.'- \* •• • y * 

9n foroto t »| diilrtkotloa v&UL tfpXf to Iht MoooX44ot#4 to* 

■ ' -y:- •' 

quests ee well ee the lndivldnal r e q ue st e«| Anthorlsetlon of 
individual request d 
eeane of a faeelnlle 


• . >r - ?i-' r 

pay tbn te loAlottod ttevooA tgr 


‘ C * 1% , 






*< m0W 
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pnjwnd Amt 


■ *■* 


within 


•Hot- 


■wt» as profited tm la parecrapfa 9»< J)(b) akon, a copy 
•f •••* iailTMaa inart , toer1e« Indication of authorlsa 

* .» vfj a : \ ^ . - . . • '• • : \w-. 


thorn, vlll bo 


to Ik 


3^:fe 


<•) 




of the fiscal 


lanlvN • period overlapping the 


V. 


to 


will to prepared 
50 Jtoe 'and the 


1 Jhly. 

If 

(f ) zr it 


• ' - ? $•" ' ' ' * ‘ • v ■ •> '- 1 "'•’•?' ||s 'M\ ; : ! . x .; f : ; . .* 


m eetlaato already 


t. wHonam imuowt cr 


& 


is %<■*•,- 


to 

■3 


ttad praptly. 


Off CAIB 0 T BB QMIBB 






ifi' 


t \ >|';'fv ■-. I'l . - 


( 1 ) Currently P e rf o m ed cad feportad Ovnrtlac (fegdoyeca la Orates 

~, HlatMml "'i; "• ‘ H- 

If it la tetamlaad at tto tlae overtlae work la actotelad that 

It la not feasi ble to peralt aa employee la-fiate OB -11 or above 

: .0 , ,% . : , , 

to tafca eonpcneetui'j t l a w off aa oaqp^BotlOB far currently par- 

forned ovartlaa# authorisation far payaaat toll to aate either on 

4 . , .- •• = ,>:H v-- *• • 

Vtea Bo. 89 a or by a ea or e ndm aecenpaaytog the eurreat T t A'e 


treaealtted to the payroll offlee. 


’ ' i 




( 8 ) Authorisation of Overtone for Secwtee initially Bsported aa 
Ctopeaeatory ttae (All toployaea) I . * . 

J “ mtjj c/er&rnMUt' 


r 'i — ** swptr ^» jok cr*-j 

|lfjst any tlac terlaf tto leave ye«rj0 to teteradae^that 

r* *1 X^Cv CCwvJitn^ack ■• 

tlav jinitiallyj reported da Warn Bo. 90 or foam Bo. 


90 ai flan and 

1 

1* (tehlo. 359-A) 

virviaT:’ ' ; 

' , - i - xrm*us? ■ - * -'■ ■■ 
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compensated for by compensatory time off. kg referred to In 


1956 


•tfbpmcnvh. M*) «-d Ma)(.)J^$h2rt,*loi for p^ot c^W.uw, 


4v Gi-t u 

or 


4Kt* enrs^lotfct. i\in ^ 

borlxatloa for p*jumt 0*' bf 
should be transmitted to th* payroll office oq^| mM% 
regular 3&A. 

(?) Authorising Document 

*0 apeclal form l« prorlted to aotharlso pa^m for compensatory 
tlma. a»«^ni.«rvmpr W . B0 ^ 

certifying to the eirawatawee which prevent the a^lovee or 
•aploysee fVom being granted the compensatory tins off. fte 
ahould contain the naaea of the individual, to be 
compensated, detea iavolted, and number of houra far which payment 
la authorised. Shla memorandum fWHa *’/ 1 1 v t- ^ ^ ^ ^ AW_s^t Cl ^ 

th. gratia* Off la 1*1 „ hi, d*pntgrju4 Mltau, ***,!«*, 
Aooumul^f or 

commuam f;*- 

■ , v : • ’ .' , . 

(1) agJ^fa* QWWlt «M» hjUl^mio with— rtn *. 

•*t*d for onrtl** or tons*, vork la Maarteaa* with th* nt** 

In the applicable pay aahadnla* 

(S) Shplojr*., ownvjria, po*lhfc— qg ^ ^ ^ ^ 

“”° rt * no * *» proTl,1 «- " P«*rvta t (.) ttew* ( c ) h^o*. 

(a) Xfragulnr or OaoaatomaJL Overtime 

4) An employee dm grate ^ 10^1 

in noaocdamoo tilth the rate# and Umltatlooa 



rhehfeJac#* 

paid overtime 



, , ,.:f 

.-i - '• ' : 

’ a* •' 


s»-A) 


*7 
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provided by 1 Law or[nayl if he request* it not Inter then 
the end of the pey period in idiioh the overt ins wee worked, 
-^obe greeted o on p oa ea t ory tine off Area hie scheduled 
tour of duty in lisa of paynent. Canpeasetary tine 3 


off will be greeted ftor an 
that spent ^a overtine work* 


(2) An employee in grade 





of tine 


1 to 


will be 


Slanted compensatory tins off U linn of omrtlm pay 
for overt ine work within the enouste permitted by 1aw 
(eee par agraph 9o(a)(o ) balm), [iammr, when the 
Qperetlng OfTiaial e o ooer as d aatahliehaa that it ia not 
feasible to grant compensatory tine off to en eegtloyee ' 
ia thie grade range, ha will authorise payment of the 

>- ,> • . r ..... ' 

epprcgrlata overtlae rate within the* limitations provided 
ky law. In nakiag the determination as to wbethsr it is 

I r . ■ . 1 , » 

fbnalbln to grant eoqpoasafcary Una off, the Operating 
Official eonearnad will oonaidsr the following factor* i 

(a) Whether the individual la in an assent U1 poaltloa 
and cannot be released to taka doapeasatory tins off. 

(b) Whether the Indiv id u a l has already accrued the naxiaus 
ba lance of a nnu a l leave end ana be spared to take hie 
c u rra nt accrued leave and conpenaatory tine off. 

If, after consideration of tbeee factors, the Operating 
Official determines that it will ba ls^raetioable or 


(Jot So. y&-A) 
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to nlMN the lndlTldsal for eoapeiieatory tine 
off vithla the period prewrfiefl 1 a paragraph gd(l) bclov, 

k® aa * horil# P«8«at «t the prescribed overtlae rate. 

W Aay uaeahedAlad onrertlae wart perfOmed by an employee 
on a day when eo wot* wee eebedolod fbr hi* or for ehleh 
Iw le called beak to hie place of eap loym t will he 


eoneldned to be at lmet two how» la dcrotto*. 
Holiday Mark ' 

(1) Holiday wrtt will be ewpaaeate d at the rate of baele 

■ ‘ "*1 

jtom sraatae pey at a rate a^teL to the 
rate of baele coapenmtlon. . -%'i 

(fi) Verb la exceae of elfiht hoars eo a holiday be 
paid for at the cmr tlae vote fir the hiitt imiaij of 


of the Mplayee ay tet forth la 

l«med br the OMptrol ler Qeuerel of tte 

• t . 

(i) Aay employee who le repaired to p a r f bm aay 
holiday will he oeepeneeted for at least tec 
UHtaUoa 01 


1 a 

af ear*. 




<i) *0 owrttee dr relitey eawsaeetlca will ba paid 

MWmteey tlpe oedited te m asteew teoaa nte of 



<** **» <* ten w m Uta ., ttu«t»u 

♦»^90 pv a#M, ar «MtaS *» Uwkl, rrr^u*.) 


t .< 


W.;' v 


' „v, 


»•*> 
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paragraph S*» abort, will ho flortUM nut naif Ins 11/ »t tte and 
. of ths sp p iles b L s ported opoo ifted la pramfh 9d(l) abova. 

(k) Cr sp Mn s tlcwi Km On Boated 

^rN^i WJomI 

If «i saplo/oat had taw Iwlta owo tlw lty to woo w^wwtor? 
tin off daring tte ported hpwlliid taiMM of wgr sooditioa 
related to hla mijiI ijasnt with tta lj—y sad hijnwt his control, 
te will ho paid for tte tewra of anrwrtJsw worhod at tte ovortlas 
rate of pijr white spplladat tte tteo tte work was parfaxwsd. 
la tte wwt of loath or Inohataif os parali ca of m aplqm, 

■ * ■ ' 0U\c\«JtV j 

a 4 soar Mi l l c ollate d os o po o oafro r y tins ofTOo hldsrodlt [white te 
hoo hosn doa l a d op po r tun ity to woo] win ho paid far at tte 
cwertteo sate of pojr white oppllod at tte tlao tte avwrtteo was 

r 3i~ - : . ' ■’ 

p o rfl— od (saw pomvk U holow). j " i " 

f • . ■ . * *.• . 
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